OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE
WASHINGTON, D. C. 20301

May 24, 1979

COMPTROLLER

(Adm ni stration)

ADMINISTRATIVE | NSTRUCTI ON NO . 22
SUBJECT : Automatic Data Processing Records Managenent

Ref er ences! (a) Federal Property Management Regul ations,
“Chapter 10r, “Program Inplenentation, *
(41 CFR 8 101-11. 210-4)
(b) Federal Property Mnagenent Regul ations,
Chapter 101, “Care and Handling of Magnet -
| c Conputer Tape, (41 CFR & 101-32.12)
(c) Admnistrative Instruction No. 15, “OSD
Records Managenent Program “ January 11,
1978
(d) Federal Property Managenent Regul ations,
Chapter 101, “Machine-Readable Records, "~
(41 CFR 8 101-11.411-6)

A. PURPGSE

This Instruction assigns responsibilities and establishes
procedures and standards for Autonmatic Data Processing (ADP)
Records Managenent as required by reference (a)

B.  APPLI CABILITY

The provisions of this Instruction apply to the Ofice of
the Secretary of Defense and activities admnistratively sup-
ported by the WAshi ngton Headquarters Services (hereafter re-
ferred to as “ OSD Conponents” ) . It does not include the O gan-
| zation of the Joint Chiefs of Staff.

C. DEFI NI TI ONS

1. User’s Handbook. A docunent designed for each ADP
systemto facilitate the relationship between the conputer
center and the custoner. It contains a narrative description
of the systemin nontechnical terns and includes flow charts,
descriptions of data elenents, report formats, input and out-
put schedules, responsibilities and simlar information.

2. Program Docunentation. A description of the program
and facilities used; programdesign in the formof flow charts;
decision tables; program coding; operating instructions; test-
I ng procedures and |istings.
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D. RESPONSIBILITIES

1. The Records Adm ni strator, wHs, shall adm nister
t he ADP Records Managenent Program and shall:

_ a. Serve as the OSD point of contact and as the
office of record.

_ b. Determine the disposition schedul es of ADP
applications, ensurlng(fropep docunentation and coordina-
tion wwth all interested parties.

o c. Provide l[iaison with the General Services ad-
mnistration, National Archives and Records Service, on
ADP records matters.

“d. Assist-the OSD Conponents in conpleting the
necessary ADP inventory fornms (enclosures 1 and 2).

2. The Director for Conputer Support, Wwds, shall:

a. Ensure that proper program docunentation and
user handbooks are provided by the Automatic Data Proces-
sing (app) service facility and iIssued for OSD ADP prograns.

b. Ensure that standards for tape |ibrary operations
are observed by ADP facilities providing OSD services. This
I ncl udes periodic testing by the ADP facility of representa-
tive sanples of tapes scheduled for long termretention.

Tapes stored in backup |ocations should simlarly be tested
on a regular basis, and maintained in the proper environnent
as prescribed in the FPMR (reference (b))

c. Provide technical advice, if required, to assist
the Records Admnistrator and the user in determning the re-
tention schedule of all ADP applications processed for the
BD. Admnistrative Instruction No. 15, page 16-1 (reference
(c)), prescribes retention schedules for ADP (machi ne-readabl e

records.

3. OSD Conponents shal | ;

~a.  Coordinate with the Records Adm nistrator in
determning the retention schedule for nmagnetic nedia (tapes
OL di sk packs) used in all ADP applications processed for
their use.
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b. Conplete GSA Form 7036 (enclosure 1) , as pre-
scribed by Adm nistrative Instruction No. 15 (reference (c) ) .
Submt the conpleted formto the Records Adm nistrator for
each new ADP applicati on.

c. Ensure the proper disposition of tapes, cards or
di sk packs data generated for their prograns.

(1) Tape, card or disk files schedul ed for
permanent retention and transfer to the National Archives
w || be docunented as required by the FPMR (reference (d))

(2) For this purpose, GSA Form 7091 (enclosure
2) should be completed wth the technical assistance of the
servicing ADP facility and forwarded to the OSD Records
Adm ni strator for processing.

(%&STa es for nonpermanent records will be re-
| eased by the OSD Conponent ADP nonitor only in accordance
wth a predetermned schedule and the FPVR and Adm nistra-
tive Instruction No. 15 (references (a) and (c)).

E. EFFECTI VE DATE

This Adm nistrative Instruction is effective imediately.

Lok,

D. 0. Cooke

79

Deputy Assistant Secretary of Defense

Encl osures - 2
1. GSA Form 7036
2. GSA Form 7091
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NTA ARCHIVES INVENTORV
{ Roud Instractions on roveize)

FOR C SECTION | - PHYSICAL CHARACTERISTICS
'J‘g','é" } oF RCEL [T, LOWTH [Fews ¥ ReRes
QNLY :

SECTION ||. RECORDING MOOE INFORMA TION
1, MR OF TRACKS a. DEMRITY IM BPY 3. CHARACTER CODE VIED e . FRMIE PARITY

5. WIXED wOOL RCAD (NG CON) RGL

- - -
. LO6 RECOMD LINGTH - SLOCKIWG FACTOR 7 > —
. . . 3
rixeD vARIARLE DEF 10D
8, AL AND PHYSICAL RECORD TH CONTRO
(17 T3 ﬁl'l'm (4} OESCRINE
. SMeIMm

nong | commee | ogicren

e (I | O3

9A. END OF FILE PADDING CHARACTER . IN- POSITIONS ™o OF FINST LOGICAL RECORD
AFTER LAST LOGICAL RECORD OR NONE N
9s. Is LAST BLOCX FLLL LENGTH OoR SHORT- Y .

3G, INDICATE END OF REEL PADDING FIELD |™ DIFFERENT FRO4 AMNE

SECTION i) - RECORDING SYSTEM INRORMATION :
:'w

Te CPU MABUF ACTURER
1. TAPE ORIVE waf acTUAER €. MDDEL NO.
S. OPERATING SYSTEM USED. TO GENERATE FILE
A. NAME 8. VEIRSION ALN C. LEVEL OR TYPR
1 ]
4. FILE STRUCTUAE |NFOMSATION {Sew feverte jor Insmrurtions)
e LABELS (LABEL LENETHS ' e DATA RECORDS TV (o0 T OF ™™ ____
KEL SKOULNCE ASBER | 18. GNECKPOINT LOGATION (1] appsicabter
7. FILE D LOCATION 8. FILL (D CONTENTY 'l. AMEL SEOULNCE MASBER . O Nt L b 3
LOCATION .
I —
15, LOU CAL necomm coust L OCAT!OM -, 12, PHYSICAL ASCORD COUNT LOCATION
13, WASM OR CONTRGR, TOTALS (/] spplicsble. deacribe) )
SECTION |V - REMARKS
GENERAL SERY | CES ADM INISTRATION GSA rosm 7091 (4.t
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INSTRUCTIONS ANO EXAMPLES FOR USE IN PREPARING
DATA ARCHIVES INVENTORY

SEC. I. PHYSICAL CHARACTERISTICS.
1+ Type of reel

SEC I, RECORDING MODE INPORMA TION
1. Number of tracks
2. Density in BPI
3. Character code u:cd

4. Frome parity
5. Mixed made reading Control

7. Blocking foctor

8. Logical and physical record
length controi

SEC. |||. RECORDING SYSTEM INFORMATION
5. Operating system used -

6. File Structume [nformation

10. Checkpoint lecation

13. Contrel totals

Cassette, cartridge, reel, etc.

7,9, other

138, 200, 250, 5s6, 800, 1600, other

IBK/I, EBCD, F'IELDATA. BINARY, EBCDIC
even, odd, mixed

If parity varies from block to block, describe -how Software deter-
mines the parity of the block to be read. Example is lookahead bits
in the IBM 7090 series.

|f fied number of logical records per block, show number. If varia-
ble number Of records per black, describe control technique in
8 below or use additional sheet if necessary.

If blocks and records are fixed length with no software control char-
acters, mark “NONE If blocks or iogical records have counter
fields specify mode with reference tO system software manual; e.q.,
IBM 7070 IOCS, type 4 records.

Nmre DOS, MCD | Extended, etc.
Version number Revison 16
Level Oor type = PCP, HASP, MFT-II MVT

Most software systems allow considerable variation in label content
and placement even when using *standard® |abels. The following
example shows a typical file sttucture and haw it should be depicted
on the reverse Side.

IHDR (64 characters) TAPE MARK CHECKPQO NT/ RERUN TAPE
MARK DATA RECORDS TAPE MARK EOF (end of file label) TAPE
MARK TAPE MARK

Such a sequence Of records and tape marks should b® shown on
line 6 os follows:

TV@ ABELSI| (LABEL LENGTH&) TM _Z_DATA RECORDS TM_I_
FORTM__EOF ™M

show, for example, as “between the two taps marks immediately pre-
cuding the dota records.”

Indicate whether and where the record counts are fourd in the trailer
labels or within a logical record such as the one containing the sen-
tinel characters. Hash .and control totals other than record counts
e usually nom-standard in all software Systems. Therefore, indi-
cate what dato fields are used and indicate whether binary or deci-
mal arithmetic 1s used.

GSA roan 7091 14-71; (BACK)



